
 

 

  

E-LEARNING USER 
GUIDE 

 

This document provides you step-by-step instructions on how to access and 

manage your E-Learning courses. 
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First time access to e-learning 

Step 1 – Create your login with a Windows Live™ ID account 

Go to - https://signup.live.com/signup.aspx?rollrs=12&lic=1 

IMPORTANT – If you have any issues creating your Live ID, please go to the Live ID Help Center at: 

http://explore.live.com/windows-live-help-center or submit a question here: 

http://windowslivehelp.com/product.aspx?productid=10 

 
After you arrive on the sign up page, your first step is to click on ‘Or get a Windows Live e-mail address’. 

https://signup.live.com/signup.aspx?rollrs=12&lic=1
http://explore.live.com/windows-live-help-center
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Next you enter the email address of your choice and select either ‘@hotmail.com’ or ‘@live.com’. 
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Enter the password of your choice.  Be sure to select a password you can remember.  Also, click on ‘Or choose a 

security question for password reset’. 
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Choose a security question that is easy to remember: 
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Enter your First Name, Last Name, Country, State, Zip code, Gender, Birth year and the characters shown on the 

screen: 

 

Read the service agreement and privacy statement and then click ‘I Accept”: 
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Arrive at the Windows Live home page and now you have completed Step 1. 

 

Be sure to write down your Windows Live ID information since you will need this each 

time you access your E-Learning courses. 
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Step 2 – Redeem your access code 
 

Go to http://helpstudent.microsoftelearning.com and click ‘Sign in’ in the upper right hand corner. 

 

  

http://helpstudent.microsoftelearning.com/
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Sign in with your Windows Live ID: 
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Enter your profile information: 

 

Enter your communication preferences and click ‘Finish’: 
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Verify your email account by going to your email inbox and following the instructions provided.  Click Finish.
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You must verify your email account before you move forward.  Open your email by going to the designated 

email inbox identified in the verification email message you received on screen and click on the verification 

email provided: 

 

The verification email will look like this: 
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You may receive a security warning, click ‘OK’ to move forward. 

 

Once you have successfully verified your email, you will see the confirmation page and you click ‘Continue’: 
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You will be redirected to the HELP student site- http://helpstudent.microsoftelearning.com to redeem your 

access code.  

First step is to copy the access code you received in an email that looks similar to the following: 

 

  

http://helpstudent.microsoftelearning.com/
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Go to http://helpstudent.microsoftelearning.com.  Read the license agreement and click on the check box, enter 

your access code and click ‘Submit’: 

 

  

http://helpstudent.microsoftelearning.com/
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You now arrive on one of two pages: 

1. A confirmation page confirming your registration and which E-Learning subscriptions you have access to.   

2. A page where you select your E-Learning collection to access your content. 

 

            Confirmation Page – simply click on My Learning to view and access your e-learning 

 

           E-Learning collection selection page 

 

 

1 

2 
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Next you can review the courses within each collection. 

 

Select the collection and then click ‘Submit’: 

 

 



18 | P a g e  
 

You arrive on the confirmation page that will look similar to the following and click on ‘My Learning’ to access 

your courses: 

 

You should now see your courses listed on the My Learning page and just click on any course title to view the 

course detail page and launch the course. 
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Click ‘Begin This Course’ to start your course: 

 

A new window will open to your course and you click on any topic to get started: 
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Returning to your E-Learning courses 
 

Step 1 – Go to the Student home page and login 
Go to http://helpstudent.microsoftelearning.com 

Click ‘Sign in’ in the upper left hand corner: 

 

  

http://helpstudent.microsoftelearning.com/
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Sign in with your Windows Live ID: 
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Step 2 – Pick up where you left off or start new E-Learning courses 
To go to the courses you last accessed, click on ‘My Transcripts’: 

 

To start new courses, go to My Learning, and select a course from your list of courses: 
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Redeeming an Access Code for additional e-learning course collections  

Step 1 – Go to the Student home page and login 
Go to http://helpstudent.microsoftelearning.com 

To select additional course collections available in Plans 4 (expanded Microsoft Office collections) or Plan 5 

(Information Technology for Professionals) you have enter a second code. 

Step 2 - Enter the access code in the field provided (see below) 

Step 3 - Click on the Sign In button   
Make sure to enter the access code prior to clicking on the Sign In button  

 

  

Step 2: Enter the second 

access code here. 

Step 3: Click on Sign 

In  

 

http://helpstudent.microsoftelearning.com/
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Frequently Asked Questions 
 

What if I have problems with creating a Windows Live ID? 

If you have problems creating a Windows Live ID, you may contact the Windows Live ID help center and find 

answers to your questions or submit your own question: http://explore.live.com/windows-live-help-center.  

 

What if I already have a Windows Live ID?  Do I have to create another Windows Live 

ID? 

If you already have a Windows Live ID, you are more than welcome to only use that Windows Live ID. 

 

What if I forget my Windows Live ID and password? 

It is critical that you write down your Windows Live ID and save it in a place you will remember, if you lose your 

Windows Live ID information, there is not a way to find your ID.   

If you remember your Windows Live ID, but forgot your password, here is where you can find instructions on 

how to reset your password: http://explore.live.com/windows-live-account-reset-password-forgot-faq. 

If you cannot remember your Windows Live ID, you will need to start the process over from the beginning.  To 

do this, you will need to contact the WorkSource Center where you requested access to E-Learning to receive a 

new access code and then follow the steps outlined in this document. 

 

What if there are problems signing in with my Windows Live ID?  

Windows Live ID may have systems issues or scheduled downtime, to see if Windows Live ID is having systems 

issues or downtime, you may review the messages found in alerts: 

http://windowslivehelp.com/product.aspx?productid=11. 

 

What if I lost my access code to access E-Learning? 

If you have lost your access code, please contact the WorkSource Center where you originally obtained your 

access code to request another access code. 

  

http://explore.live.com/windows-live-help-center
http://explore.live.com/windows-live-account-reset-password-forgot-faq
http://windowslivehelp.com/product.aspx?productid=11
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What if I do not find the E-Learning course I am looking for?  

If you do not find the E-Learning course you need in My Learning, please contact your WorkSource Center and 

ask them to provide you a Technical Collection code and a Desktop Collection code.  Before you redeem your 

access codes, be sure to write down the collection number where the course you wish to take resides.  You can 

search for courses and their associated collections in the training catalog here: 

http://learning.microsoft.com/Manager/Catalog.aspx?brand=learning. 

Next to Search Catalog, be sure to select ‘Online Training’ in the All Training Formats box. 

 

What if I am having problems with the HELP website or my E -Learning course? 

Please contact the E-Learning Service Center: 

Area of support Contact information 

Microsoft E-Learning and Microsoft E-Reference (800) 636 7544 

E-mail: e-learn@microsoft.com 

  

Be sure to have the following information ready: 

 First and last name 

 Phone number where we can reach you 

 Country or region where you are located 

 Email address (Windows Live ID) that you used to sign in 

 Website URL where the problem occurred 

 Detailed description of the problem (step by step) 

 A screen shot of the error message, if possible 

 Date and (approximate) time that the error occurred 

 Course title and course number that you are referring to 

How to obtain your unique ID: 

1. Go to the Windows Live sign-in page 

2. Sign in by entering the email address and password associated with your Windows Live account. 

3. In the middle of the page, click Registered Information.  

4. Scroll to the bottom of the page to locate your unique ID. 

 

 

 

  

http://learning.microsoft.com/Manager/Catalog.aspx?brand=learning
mailto:e-learn@microsoft.com
https://account.live.com/

